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SHILITOTS aintonance and Nisposition of Inaciive Fersonnel lecords

insctive employss znd applicant recowis provide an important
soaecs of Inlormation on the employnent qualifications and sudtadbility Sur
soployment o reemploysant of Jommer Apgency personnel and applicants. 1w
S eeaetitiad that these rcecords be maintained in 4 systlenatic manner. he
foilowin provedure shall govern ihe maintenance and digposition of inactive
sapiiory e amd applicant records.

irastive orsennsl fecords

AT RN

&y infieinl Personncl olders

»

1Y irue separations of enployecs for reagons cther han
rravinfey o olher Faderal apgencies.

[y The date of separation will Lo stanped on U oppsp
grper of the Official Persunnel elders

nad
Y
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o
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{4 Uxtra cooles of locuments dn tive toller wiil ¢
vizovad and dostroyed.

{311 reforences o pscudonyms will De doloted.,

id) The rolders will e filed alphabetically by cale
& yeayr in a separate filae.
{e¢}) In Janucry of each year the ol lers aoowmalatsa 1o
e Lngoiive LDila will bo tronsmitied o the C10 Dueords
Coenter Tor porasnent storaga.

Y Trus senarations ol enployeas trangferring to otler

Sedprad Areaeies,

3 The procedures indicated in {aj, (b}, amd (¢} o
vegagraps 2 o4 1) apove, wiil be followed,

(oY e Yoidars will be nadntained 'in . ;wt,. ke
Vel siimentital orger, porgding peoodipd 0l o0 raguead Lo peoe

sornml folder from tie (aining Federal oo ’mﬁyo
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sacurity Infcrmadtion
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o’ Socurity Inf oxmatioie?

{¢} For vouchered personnel the provisions of Chapter
R1-3%, Federal Personrel lianual and paragraph 7, Personnel
Direcior .emorandum No. 32«52 will be cbserved when folders
are Tforwarded W a requesting agency.

{d} For unvouchered personnei, a letier summarising
the individualis CIA service record will be forwarded to the
raquesting agency, in lieu of any CIA documents.

(e) For Loth vouchered and unvouchercd personnel wio
ware appointed tw CIA by tranefor from other Federal a;oncles,
or whio had prior rederal employment, all decunents received
in CIA from such other apgencies will be forwarded to ths
gaining agency.

{f£) Uhen the service record requast fran another ederal
spency has been acknowledged and the approrriate records forw
warded, the remaining personnel folder materid will vs filad
aiphabetically in the calemiar year file of the true scparation
cases and will be forwarded to the CIA Rocords Center in
January of the following year.

(3) Separetion to Steff igent Siatus,

(ga) e letters "C,.0.B." and the date of separation will
be stamped on the upper right corner of the Official Personnel
Folder.

{v) ‘e procedures imdiicated in (b) and (¢) of para-
graph 2 o (1) sbove, will be followed.

{¢) ihe folder will bae retained in the current calendar
year file of itrue seperation cases until notifications of
teniination from [‘toff fLgont status is recelved,

(d) Whes notification of terminstion of Stalf Agent
status 45 receirved, the letters ", 0.B," and date will o
deleted and the personnel folder returned to itha active file
or the caleniar year file and will be forwardad Lo the CIA
Recopde {enter in January of the following year, as ap-
rroprlate. :

sarvice Hecord Cards

In order io standardisze mainterance and provide s rapid

reference source, Service Record Cards (Standard Form 7) of separated
rersonnsl will be filed alphabetically in ¢ centralized file in the
Fergonnel [ivizion (Overt). 7The Chiaf of Tronsactions and Records Branch
{Overt) will teke appropriate steps to insure that proper security
moasures are Uaken to prevent inproper disclogure of information con-
tained in this file.
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CONVIDENTIAL
Security Infermation
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s Position Inventory Locator Tards

7 Pozition Inventery Locator Cards {3x5 carde) oi senarated
aployees will be destroyed on the date of the caparation.

Inactive Applicant Necords

srplicant Celders

{ in applicant files the ysar of last contacs oy intersst
will be Narped 4n the upper laft=uand cornare sidt el sepegt

wd MinactiNe® applicant iolders, und they

ba [ied tosether
#iphabetical Iy ‘

b reviowed on January of sach Foer.
M of five yesrs from the yesr of last
renoved from the file and transferroed to

A% Lonetor cards (including white cards for roiidoe a tleant
¥l red cards for appliesnts disapproved for gecurity mesms) Wil
Lied in airkebetical order and retained permanently,
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CONPILENTEAL
Sesurity Information

Approved For Release 2000/08/16 : CIA-RDP80-00679A000100010109-6

25X1A

B TP



